ATTORNEY CASE OPENING INSTRUCTIONS
(3/1/2005)

When opening a case and filing a petition, you will be required to pay the filing fee online with a
credit/debit card. (To file a petition where the debtor is applying to pay the filing fee in
installments, see below.) All voluntary and involuntary petitions may be filed.

If you are using the one button filing features of Best Case or Bankruptcy 2004, after you have
filed the case or cases, go to step 15 below to use the Judge/Trustee Assignment process. If your

bankruptcy software does not have a one button filing feature, you will need to open the case as
part of the filing of the petition.

1.

Under the Bankruptcy Events Menu select Open a BK Case. Select the correct chapter.
If filing a joint petition, change Joint Petition to y. If you are not filing all the required
schedules and statements, and if a Chapter 13, the plan, with the petition then change
Deficiencies to y. If filing all required schedules and statements and the plan, if a chapter
13 case, leave Deficiencies at n.

Open New Bankruptcy Case

Case type |bk =
Date filed 272372004
Chapter

Joint Petition

alali

Deficiencies

M et | Elearl

Enter the debtor’s Social Security number or Tax ID and click on Next.

Search for a party

SSN ]Eaa—aﬂ—aﬂaa Tax Id

Last/Business name |

Search | Clear |

On the next screen, click on Create New Party. If your debtor has previously filed a
bankruptcy in the District of Arizona, the debtor’s name may appear on the list and you
could, instead, select the debtor’s name from the list and click on Select Name From List
(Use only if the address shown in the pop-up is correct). Otherwise Create a new party.



Party search results
JONEST?, BRAD -]

El

Select name from list ] Create new party

After clicking on Create a New Party, you will receive a Party Information screen.
Complete: the name (generation is for Sr., Jr., or III), Title is not used (if a corporation,
partnership or LLC, place the entire name in the last name box); SSN (input the complete
SSN, only the last 4 digits will be displayed) or Tax ID; address (do not use the office
line and use mailing address if different from street address); select the proper county
(county cannot be left blank, also the county selected will determine which office the
case is filed in); leave country (unless outside USA), phone, fax and e-mail fields blank;
leave ProSe at no; and you must change Role to Debtor. Leave Party text blank (if filing
a corporate case, you would place “an Arizona corporation” in the Party text line instead
of including it as part of the name).

PFarty Intormaton

Lastname |[JONES First name [MICHAEL
Mliddle name ]R. Generation I? Tite I—
SSN [111-22-3333 222.11.1234 TaxID |
Office | Address1 [1232 NORTH 11TH AVENUE
Address 2 | Address3 |
City [PHOENIX State [az Fpilesoniz
County lm Country I—
Phone l— Fax I
E-mail |
ProSe [no = Role |Debtor (db:pty) =
Party text |

Subrmit ] Cancel | Clear|

If the debtor has one or more aliases, click on Alias. If no aliases, click on Submit. If
you click on Alias, the following screen will appear. Type in the alias and select the
type. Then click on Add aliases. You will be returned to the Party Information screen
and then click on Submit.



Alias Information (Party JONES, MICHAEL R )

Last/Business name | First name Middle name |Generaliun | Hole

1 ||oonEs |NICKEY | | laka =

L]

| | | |aka

L

[ | [ |aka

1l

.r_»~|w|m

I

L

| | | |aka

Lh

I

| | | laka =]

Add aliases E Clear l Click the Add ebages button to retum to the Perty sereen and submdt all mformation for this perty.

6.

7.

The next screen will display the office where the case will be filed and is based on the
county that was selected previously.

Divisional Office 15 set to Phoenix based on the county code 04013 of the debtor
Mext | Clear |

If filing a joint case, you will receive another screen as shown in step 2 above and you
will need to repeat steps 2 through 5.

Search for a party(joint debtor)
SSN | TaxId |

Last/Business name |JONES

Search | Clear |

End party selection |

You will next be prompted to enter the following data: Type of debtor which is defaulted
to individual, un-click individual and click on another type if filing one of those other
types, the type of Other may be selected for an LLC; leave Fee status at Paid (your credit
card will be charged, see below if paying in installments); if debtor is engaged in a



business, change Nature of debt to business; change voluntary to involuntary only if you
are filing an involuntary petition; leave Origin at Zero, leave Date split/transfer blank; if
filing a chapter 7 leave Asset notice at No, if filing a Chapter 11,12 or 13, change Asset
notice to Yes (Do not select Unknown); and then select the number of creditors, assets
and liabilities as listed on the petition. Then click on Next.

Tvpe of debtor ¥ Indmndual I Corporation [ Parmership [T Cleanng Bank
[ Ralread T Stockbreker [ Commodiy Broker [ Other

Fee status [Paid =
Nature of debt m
Voluntary [voluntary =
Origin |Zero |

Date split'transfer I

Asset notice | Mo -
Estimated number of creditors |50-93 'I

Estimated assets |$100,001-5500,000 ~]

Estimated debts |$100,001-§500 000 |

M Clear

0. If you selected Deficiencies as “y” in step 1 above, the following screen will be

displayed. Place a check mark in those items not being filed with the petition and click
on Next.

Deficiency List
Check item(s) NOT included in the petition

I Mailng List of Creditors

¥ Schedules A-J

¥ Statement of Financial Affairs
! ittorney Disclosure Statement|

Mext | Clear |

10. The next screen will allow you to upload the PDF documents for the petition and any
lists, schedules and statements, if filed with the petition. If filing a chapter 13 case and
the plan is ready to be filed, do not include the plan as part of the petition filing. The
plan is to be filed as a separate entry.

11. The next screen will tell you the due dates for any missing documents and for the filing
of the ECF Declaration. Click on Next.



Schedules and Statements due date 03/9/2004

Electronic Filing Declaration due date 03/15/2004

Mext | Clear |

12. Click on Next again and you will receive the final docket text. You are not
able to modify the docket text. The docket entry will show the due dates for all
the missing documents. Click on Next.

Docket Text: Final Text

Chapter 7 Volantary Petition, Mailing List, Schadules and Statements {except for those listed below). Electronic
Filing Declaration due 3/15/2004, Schedules A-J due 3/9/2004, Statement of Fmancial Affairs due 3/92004, Attorney
Disclosure Statement due 392004, fled by Sue Test of (Non-Existant Attorney) on behalf of MICHART R. JONES

SR., NORAH §. JUINES (Test, Sue)

Warning!! Submitting this screen commits this transaction. You will have no forther opportunity to modify this
submission if you continue,

13. The filing of the petition and any schedules and statements is now done and the next
screen is your filing receipt which will show you the case number assigned.

Jotice of Bankruptcy Case Filing

The followng transaction was recewed from Test, Sue entered on 2/23/2004 at 1137 AM AZ and Bled on 2/23/2004
Case Name: MICHAEL R. JONES and NORAH S, JONES

Case Numher: 2.04-bl-00131

Document Number: 1



14. The next step is to use the Creditor Maintenance option under the Bankruptcy Events
Menu to upload the creditors as this was not done as part of the filing of the case. The
one button filing features of Best Case and Bankruptcy 2004 will upload the creditors
as part of the bankruptcy filing, saving you this step.

Bankruptcy Events

Answer/Fesponse/Objection. ..
Appeal

Clasm Actions

Creditor Maintenance
File Claims
MeotonslApplicahons
Notices

Open a BE Case
Other

Plan

Trustee/UUS Trustee

Judee/Tristee Assipnment
Order Upload

15.  If you are filing more than one case, you will want to file all your cases and upload the
mailing lists before going to the Judge/Trustee Assignment option on the above menu.
While you may run the Judge/Trustee Assignment feature after filing each case, any
batch filing permitted by the US Trustee will not then be obtained. After the
Judge/Trustee Assignment option runs, you will receive the following screen which
will display the judge(s) and trustee(s) assigned to the case(s) you filed.

341 Judge And Trustee
Case | CaseTile  Chapter 341 Meeting Judge Name Trustee Name
MICHAELE. Frrst Mesting of Credtors scheduled for 0410502004 at
JOMNES and 0900 AN at TS, Tructee Meetrig Room, 2923 .
T orars, | Cotnl Ave, S 10, Phovin, ALy, oo Ceoged AL
JONES (Cltjectins for Dhscharge due by 06042004 (Test, Sue)

16. If you have filed a Chapter 13 case and the plan is ready to file, the plan will be filed
as a separate entry, using the Plan option from the Bankruptcy Events Menu.

17.  If you need proof of the filing to provide a creditor, you can obtain a Notice of



Bankruptcy Case Filing. Run a Query using the case number assigned and click on

Notice of Bankruptcy Case Filing.

Query

Alias Eelated Transactons

Associated Cases Status
Attorney Trustee
Case Sumdnary

Crediter

Deadline/Schedule

Docket Eeport

Filers

HistorwDeocuments

Judee

Motice of Banlkuptey Case Filing

Party

Meohons Beport

You will then receive the following Notice with the court seal that contains the filing
information and can be sent to the creditor as proof of the bankruptcy filing.

Unuted States Hankruptey Coart
Distriet of Arizona

Notice of Bankruptcy Case Filing
A banbruptey cage cencessang the debier(s) bated belewr was filed under Chapter T of the Tnited States
Bankruptcy Code, entered on (400572004 at 448 FM and Bed oa (40572004

CHARLIE JONESES
SR TSI

= JuTTE



ATTORNEY FILING FEE INSTALLMENT INSTRUCTIONS
(1/1/2005)

1. Pursuant to Federal Rule of Bankruptcy Procedure 1006, an individua (not a corporation,
partnership, limited liability company, trugt or other artificia entity) may pay thefiling feein
ingtalments provided the debtor has neither paid any money or transferred any property to an
atorney for services in connection with the case. If you are filing a petition for an individua or
joint debtors who have not paid you afee and are going to file an gpplication to pay the filing
fee in ingalments, you may file the petition and open the case without having to pay the full filing
fee.

2. Please a0 be advised that Generd Order No. 91, a debtor who isfiling a petition without
paying the full filing feeis required to pay an initid ingtalment of $50.00 &t the time the petition
isfiled. The debtor may then apply to pay the baance of the filing fee in inddlments.

3. To open acase and file a petition without paying the full filing fee, when the datistica screenis
displayed, change the Fee gatus from the paid default to ingtalment.

Type of debtor ¥ Indindual T Corporaton [ Partnership ™ Clearing Banl
M Ralread I Stockbroker [T Commedity Broker [T Other
Fee status |Installmen1 -
Asset notice | N ~r|
Nature Dfdehtlm et
Estimated number of creditors | 50-99 -
"u’uluntarylwlumaw -
Origin[Z F Estimated assets |$100,001-§500,000 =|
gin | Zero i
) Estimated debts | §100,001-5500,000 |
Date splititran sferl

[ et | Clear I

4, Y ou will then be able to change the amount of the fee to the amount that you will be paying
when filing the petition (50.00 minimum or more).

Open New Bankruptcy Case

Electronic Filing Declaration due date 01/10/2005

Fee: SlED

[ et | Clear |




5.

At the concluson of the filing, you will be prompted to pay this amount online using your credit
card.

Summary of current charges:

Date Incwrred Description Amopunt
2004-12-21 Woluntary Pettion (Chapter 7)(2:04-blk-0041%) § 50.00
08:.08:22 [other,wolp7] ( 50.00)

Total: §
50.00
Pay Mow | Continue Filing |

After filing the petition (and any schedules and statements) and opening the case, you need to
file the debtor’ s gpplication to pay the filing feein ingtalments. An order will then be entered
providing for the dates and amounts the ingadlments are to be paid. Those ingtdlment
payments, if made by the attorney must be by check and if made directly by the debtor must
ether be by cash in person or by money order or cashier’s check if made by mail.





